MINUTES FORMAT 

VAWGCAC 2003-2004

Opening:

	· Name of person making motion:

· Time of opening:

· Roster of attendees:

VAWGCAC:

Chair:

VC:

Recorder:

PAO:

Groups:

1:

2:

3:

4:

5:

All Other personnel: 


	Notes:


Old Business:

	· Time of motion:

· Name of person making motion:

· List of items discussed:

3.

4.

5.

6.    Next meeting time and location.

· Time of motion:

· Person making motion:
	Results:

1.

2.

3.

4.

5.

6.


New Business:

	· Time of motion:

· Name of person making motion:

· List of items discussed:

2.

3.

4.    

5.     

· Further new business:

· Time of motion:

· Person making motion:
	Results:

1.

2.

3.

4.

5.


Close of meeting:

	· Further items covered:

· Person making motion:

· Time of meeting Adjournment:

Recorder Signature:__________________________    

                                                                             Date:_____________

Chair Signature:_____________________________

                                                                             Date:_____________


	Notes:


